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Pennsylvania’s  Civil  Defense  Six-By-Six  Welfare  Instructor  Course 

The  Pennsylvania  State  Council  of  Civil  Defense  Velf are  Instructors’ 
Course  involves  training  a minimum  of  six  key  volunteer  women  as  County  Wel- 
fare Instructors.  Three  words  basically  describe  this  Pennsylvania  Welfare 
Training  Program  — Imagination,  Ingenuity  and  Initiative.  Imagination 
to  see  the  problem  on  a scope  which  involves  hundreds  of  thousands  of  home- 
less; Ingenuity  to  know  how  to  meet  this  problem;  and  Iniative  to  work  out 
various  factors  of  the  problem.  Welfare  Instructor  Training  gives  not  only 
WHAT,  but  HOW.  The  two  Pennsylvania  State  Council  of  Civil  Defense  manuals 
used  are  the  t.-JHaT  - "Mass  Care  Centers",  and  the  HOW  - "Hints  For  Teaching 
Welfare."  Copies  may  be  obtained  upon  request  to  State  Council  of  Civil 
Defense,  Main  Capitol  Building,  Harrisburg,  Pennsylvania. 

The  original  Instructor-Training  is  a six-hour  course  in  Basic 
Care  of  the  Homeless.  Trained  Instructors,  in  teams  of  four,  follow  by 
scheduling  and  conducting  six-hour  sessions,  either  in  the  day  or  evening, 
as  desired,  in  various  locations  within  the  county.  The  requirement  of  a 
minimum  of  six  County  Welfare  Instructors  is  to  allow  for  unexpected  absence 
during  scheduled  training  periods. 

The  goal  of  instruction  is  an  operational  one  — training  and 
assignment  of  a minimum  of  six  women  to  manage  every  Mass  Care  Center 


2. 


approved  by  the  County  Civil  Defense  Director.  Effective  organizational  and 

administrative  procedures  will  produce  gratifying  results. 

The  most  effective  recruitment  pattern  has  been  accomplished  by: 

1.  The  use  of  a letter  of  invitation  sent  out  by  the  County  Civil  De- 
fense Office  to  all  the  Clergy  and  Women's  Organizations  within 

the  County  (Appendices  "a",  n3"  and  11 C" ).  This  invitation  requests 
the  appointment  of  six  women  representatives  to  attend  the  six-hour 
training  in  Basic  Care  of  the  Homeless  when  conducted  by  the  County 
Welfare  Instructors.  Invitations  should  be  preoared  and  distributed 
two  to  three  T\reeks  in  advance  of  the  scheduled  training.  In  many 
instances  the  invitation  has  been  jointly  prepared  by  the  County 
Welfare  Chief  and  the  Disaster  Chairman  of  the  local  American  Red 
Cross  Chapter.  Usually,  the  letter  of  invitation  includes  the 
recommendation  that  trainees  bring  a lunch. 

2.  The  division  of  the  county  into  four  or  five  areas  by  the  County 
Welfare  Instructors,  scheduling  training  once  in  each  area. 

3.  The  training  by  a team  of  County  Instructors  (a  minimum  of  four) 
in  locations  nearest  their  residence.  Those  living  in  or  near  the 
Community  where  training  is  being  conducted  act  as  Hostesses.  A 
hot  drink  is  provided  by  the  Hostesses  either  at  a coffee-break  or 
at  lunch. 

4.  Training  conducted  in  a room  containing  both  a blackboard  and  con- 
venient tables  for  writing.  Arrangements  for  the  use  of  this  room 
should  be  made  by  the  County  and/or  Local  Civil  Defense  Director. 

5.  The  Loyalty  Oath  administered  by  the  Local  Civil  Defense  Director 
or  one  of  the  Instructors. 
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6.  Publicity  arranged  before  and  after  training.  (Appendix  "Dn). 

In  all  training,  it  is  important  to  share  with  the  trainees  simple 
principles  that  have  been  found  most  effective.  It  is  suggested  that  train- 
ees write  these  principles  on  the  reverse  side  of  the  Hass  Care  Center  Pam- 
phlet distributed  at  the  beginning  of  the  session,  so  that  they  may  follow 
a similar  pattern  when  training  other  members  of  their  church  and/or 
organization.  Simple  rules  are  as  follows: 

1.  '/ear  a name  card.  (It  is  recommended  that  the  first  name  be  used 
and  that  it  be  written  in  large,  legible  letters  so  that  anyone  in 
the  audience  can  see  it.  I/her e Instructors  have  provided  name  cards 
and  straight  pins  for  the  use  of  all  trainees,  informality  makes  the 
presentation  effective. ) 

2.  Introduce  yourself,  giving  the  subject  and  purpose  of  your  phase  of 
the  agenda. 

3.  Conduct  all  training  in  teams  of  two  Instructors.  (One  Instructor 
can  explain,  while  the  other  team  member  uses  a blackboard  or  other 
visual  aid. ) 

4.  Instruct  no  more  than  five  minutes  without  the  use  of  a visual  aid 
and/or  group  participation.  (Blackboard,  flannel  board,  etc.  Group 
participation  may  involve  discussion,  "buzz  sessions",  etc.) 

5.  Permit  the  class  to  change  their  positions  after  twenty  minutes  of 
instruction. 

6.  Begin  on  time,  and  end  before  scheduled  time. 

Instructors  need  not  quote  manuals  or  lesson  materials.  Emergency 
Welfare  Instruction  is  a matter  of  sharing,  not  teaching.  Audience  partici- 
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pation  and  questions  are  desired.  Regardless  of  the  time  a question  is 
asked  or  its  relationship  to  the  subject,  it  is  recommended  that  the  In- 
structor attempt  to  answer  it,  admitting  lack  of  knowledge  and  willingness 
to  obtain  the  answer  if  it  is  not  known.  There  are  no  specialists  in  Civil 
Defense.  Honesty  about  lack  of  knowledge  can  be  an  important  factor  in 
gaining  confidence  of  trainees. 

Timing  in  an  agenda  is  one  of  the  most  critical  problems,  and 
usually  given  too  little  consideration.  Only  the  time  for  Registration  and 


Adjournment  are  included  on  an  agenda  to  allow  flexibility  in  the  schedule. 
Though  an  agenda  may  be  broken  into  various  sessions,  a uniform  pattern 
must  be  followed.  Assignments  are  made  to  the  Instructors  and  a "dry  run" 


of  the  agenda  conducted.  Constructive  criticism  follows  each  practice 
teaching  presentation.  The  agenda  (Appendix  "E")  includes: 


1.  Registration 


2.  Introductions 

3.  Purpose  of  Course 


4.  Emergency  Welfare 
Service  Policies 


5.  Loyalty  Oath 


Name,  address,  phone  number  and  Organization. 
(Copy  of  list  to  be  kept  by  the  County  Wel- 
fare Chief  and  forwarded,  with  the  Loyalty 
Oaths,  to  the  County  Civil  Defense  Director) 


An  operational  plan  — a minimum  of  six 
women  trained  and  assigned  to  each  Mass 
Care  Center. 

Explained  orally  by  one  Instructor  who  re- 
quests trainees  to  take  notes.  Ihe  other 
member  of  the  Instructor-team  writes  on  the 
blackboard  in  large  letters  all  words  orinted 
in  capital  letters  on  the  Emergency  Welfare 
Service  Policy  Sheet  (appendix  "F").  In- 
clude a brief  review  of  necessary  services 
in  a Mass  Care  Center,  using  the  blackboard 
or  charts.  This  eliminates  memorization, 
and  allows  teamwork  by  the  couple. 

Explanation  of  the  need  for  Loyalty  Oath 
(Law  and  compensation  service).  Administered 
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by  local  Civil  Defense  Director  or  member  of 
the  team.  Following  administration  of  the 
Oath,  immediate  collection  should  be  made  by 
the  Instructors  who  conducted  the  Registra- 
tion, and  all  conies  given  to  the  Civil  De- 
fense Director  for  appropriate  forwarding  of 
Civil  Defense  Identification  Cards. 


6.  Information  vs. 

Registration  and  Inquiry 


Information  - about  places  and  things. 
Registration  and  Inquiry  - about  people. 


7.  Examples  for  completion  Information  Tag  - For  use  of  staff  to  prevent 

of  the  Information  Tag,  duplication  of  service  or  neglect  of  evacuees, 

and  the  Registration  and 

Inquiry  Forms  Distribute  two  copies  of  each  Registration 

and  Inquiry  Form  (Appendices  "G"  and  "H" ). 
Conduct  a demonstration  of  the  completion 
of  each  form  following  the  oral  reading  by 
different  trainees  of  the  most  important 
rules  for  completion.  Oral  reading  by 
trainees  is  more  effective  than  discussion 
by  the  Instructor.  An  explanation  can  follow 
each  rule.  The  Inquiry  problem  should  be  one 
posed  in  the  Registration  Form  to  provide 
continuity  and  relationship  of  the  forms 
being  used.  A brief  discussion  of  the 
Central  Registry  and  its  purpose  should  fol- 
low completion  of  the  forms.  Request  each 
trainee  to  complete  the  additional  Registra- 
tion and  Inquiry  Forms  at  home,  using  the 
sample  completed  form  and  rules  on  the  re- 
verse side  of  the  forms  when  registering 
members  of  their  own  family. 


8.  Planning  Exercises  for  Distribute  two-page  sheet  to  every  trainee 

bass  Care  Services  (Appendix  "J").  Explain  problems  1,  2 and 

3 by  allowing  a trainee  to  read  aloud  the 
problem  assumptions:  "a  - Close  to  Target; 

B - Far  from  Target;  C - Natural  Disaster". 
Divide  group  into  no  more  than  seven  per 
group  — assign  specific  problems  and  appoint 
the  "manager"  of  each  group  who  is  to  orally 
report  their  solution  to  the  class  following 
a 15  to  20  minute  discussion  period. 


1-Jhen  "managers"  report,  it  is  important  to 
stress  that  no  one  solution  is  absolutely 
right  or  wrong  — only  a demonstration  or 
practice  period  can  determine  the  effective- 
ness of  a plan. 
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9.  Six-Point  "Your  Part" 
Plan  for  Follow-Up 
Procedure 


10.  Discussion  and 
Adjournment 


Suggest  the  following: 

layout  - multiple  use  of  space 
Staff  - minimum  of  six  required 
(with  depth) 

The  delegation  of  specific  tasks  to  trained 
women  is  as  important  as  the  original  in- 
struction. Each  staff  member  is  responsible 
for  obtaining  her  own  assistants. 

Allow  ample  time  for  questions,  discussion 
and  recommendations.  Assist  the  trainees 
during  the  period  of  discussion  by  informing 
them  that  sample  answers  to  Problem  1 are  on 
page  1 of  the  Mass  Care  Centers  Manual;  like- 
wise, answers  to  Problem  2 on  page  2,  and 
answers  to  Problem  3 on  page  3 of  the  Manual. 

Distribute  to  the  key  person  representing  a 
church  or  women's  organization,  the  six- 
point  "Your  Part"  procedure  (Appendix  "K"). 
Discuss  each  of  the  six  steps,  explaining 
procedures  to  be  folloTjed  in  each.  List 
names  and  addresses  of  key  Civil  Defense 
personnel  for  information  of  the  trainees, 
and  suggest  dates  for  completion  of  first 
few  steps. 

Following  a question  and  answer  period,  re- 
check to  make  certain  each  trainee  received 
a copy  of: 

1.  An  Agenda 

2.  Mass  Care  Centers  Pamphlet 

3.  Loyalty  Oath  (Collected  after  completion) 

4.  Two- page  "Planning  Exercises  for  Mass 

Care  Services"  with  Mass  Care  Center 
Lay-out  Sheet. 

5.  Two  copies  of  the  Registration  and  In- 

quiry Forms. 

Key  representative  of  a church  or  organiza- 
tion received  in  addition  to  the  above: 

1.  Menus  and  Market  Orders  for  Emergency 

Feeding  (Obtain  from  County  Welfare 
Chief). 

2.  Six-Point  "Your  Part"  Plan  for  follow- 

up procedure. 

(The  foregoing  mimeographed  "hand-outs"  do 
not  include  (l)  Letter  of  invitation  to  the 
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clergy  and/or  president  of  women's  organiza- 
tions prepared  and  distributed  by  the  County 
Civil  Defense  '/elf are  Chief;  (2)  Manual  en- 
titled "Hints  For  Teaching  Welfare"  for  use 
of  County  Instructors;  and  (3)  One  sheet  of 
policies  entitled  "Emergency  Welfare  Services" 
to  be  given  orally  by  the  Instructors  and 
taken  down  in  note  form  by  each  trainee). 

Announce  that  additional  mimeographed  material 
for  training  may  be  obtained  by  contacting  the 
County  Civil  Defense  Office. 

Thank  the  trainees  for  coming.  Assure  them 
of  your  continued  cooperation  for  additional 
specific  training  when  ready.  It  is  not 
the  beginning,  but  the  carrying  on  that  is 
important.  The  continuity  of  their  service 
in  teaching  others  in  their  church  and/or 
organization  is  the  link  which  can  make 
Civil  Defense  an  effective  operational  pro- 
gram for  the  care  of  our  loved  ones. 

REMEMBER:  To  lead  is  not  to  control,  correct  or  rule.  When  you  lead,  you 

do  not  impose  a pattern  of  thought  or  conduct;  you  help  persons 
discover  and  choose. 


* * * * * 


NOTES : 


(Sample  letter  for  effective  recruitment) 


Appendix  "a" 


COUNT!  COUNCIL  0?  CIVIL  DEFENSE 
_ . Pennsylvania 


Dear 


The  State  Council  of  Civil  Defense  has  developed  an  effective 
training  plan  for  Emergency  Welfare  Services.  It  is  designed  to  insure 
prompt  relief  to  those  in  need  following  either  natural  or  man-made 

disaster.  ( number ) County  ladies  have  taken  the  State 

Council  of  Civil  Defense  Welfare  Instructor  Course  and  are  now  ready  to 
train  additional  volunteers.  A six-hour  Basic  Course  in  Care  of  the 
Homeless  will  be  scheduled  in  various  locations  throughout  the  County. 

The  first  course  is  to  be  conducted  in  ( town ) at 

(place ) at  ( time ) — , (date) . Training 

will  provide  answers  to  such  questions  as:  How  many  evacuees  can  this 

building  accommodate?  VJho  will  prepare  the  food?  How  many  volunteers 
must  be  trained  to  staff  the  building  on  an  eight-hour  three-shift  basis 
around  the  clock?  How  will  we  find  lost  children?  Should  mothers  with 
babies  help  in  this  program? 

Since  Houses  of  Worship  form  natural  focal  points  for  this 
activity,  they  will  be  used  as  Mass  Care  Centers  and  we  believe  you  will 
want  members  of  your  congregation  trained  to  manage  your  House  of  Refuge. 
Would  you  kindly: 

1.  Appoint  six  capable  women  to  take  the  one-day 
course. 

2.  List  their  names,  addresses  and  phone  numbers 
on  the  enclosed  form  and  return  with  the  com- 
pleted Record  for  Mass  Care  Centers. 

It  is  only  through  your  help  and  cooperation  that  we  can  de- 
velop a sound  program  for  the  protection  of  our  loved  ones. 

Cordially  yours, 


LORDING  MAY  BE  ALTERED  TO  SUIT  INDIVIDUAL  NEEDS. 


' *.  - v 


f.  ■ ; 
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EMERGENCY  WELFARE  SERVICES 
BASIC  COURSE  IN  CaRE  0?  HOMELESS 


Church  or  Synagogue 

Minister's  Name 

Address 

Phone 

Women  Selected  for  Training: 

1.  Name 

Address 

Phone 

2 . Name 

Address 

Phone 

3 . Name 

Address 

Phone 

4.  Name 

Address 

Phone 

5.  Name 

Address 

Phone 

6.  Name 

Address 

Phone 

STaTE  COUNCIL  OF  CIVIL  DEFENSE 
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emergency  jelfare  services 

Record  for  Hass  Care  Centers 


Location: 


City  or  Town 


County 


Name  of  Building: 
Address : 


Type  of  Building: 

School 

( 

) 

Armory  ( ) 

Church  ( ) 

Camp 

( 

) 

Lodge  Hall  ( ) 

Club  ( ) 

Warehouse 

( 

) 

Museum  ( ) 

Recreation  Building  ( ) 

Other  (Specify) 

Custodian 

to  be  Contacted 

Name 

Address 

Garage 

Park  Building 
Fair  Grounds  Bldg. 


Telephone 


( ) 
( ) 
( ) 


Maximum  Lodging  Capacity: 

Note:  Compute  lodging  capacity  of  40  square  feet  per  person  excluding 

bathrooms,  lavatories  and  kitchens.  Unusable  area  consists  of  space 
occupied  by  heavy,  fixed,  not  easily  removable  equipment  or  machinery. 

FACILITIES  TYPE  ALTERNATE 


Heating: 

Lighting: 

Kitchen: 

Maximum  Feeding  Capacity: 

Water  Supply:  Well  ( ) Electric  Pump  ( ) Hand  Pump  ( ) Pine  Line  ( ) 

Alternate : 

No.  of  toilet  stools : 


Signed : 
Date : 


Appendix  "B" 


STATE  COUNCIL  OF  CIVIL  DEFENSE 
EMERGENCY  LELFARE  SERVICES 


The  following  is  an  excerpt  from  "Selling  Sound  Sense"  by  Mrs. 
Gweneth  Zarfoss,  State  Coordinator,  Emergency  Leif are  Services  — taken 
from  The  Keystone  Defender,  Jcnuary  1956  issue.  This  article,  which  also 
appeared  in  the  Federal  Civil  Defense  Administration  Newsletter,  "By,  For 
and  About  Lomen  in  Civil  Defense",  Number  11,  may  be  used  with  the  publi- 
city regarding  Emergency  Leif are  County  Instructor  Training. 


"This  ...  is  the  Pennsylvania  Six-By-Six:  Briefly,  six  hours  to 

train  six  instructors  who  in  turn  train  six  church  women  for  six  hours. 

1.  A six-hour  County  Leif are  Instructor’s  Course  for  a minimum  of 
six  selected  women  includes  a maximum  amount  of  group  participation  and 
visual  aids,  with  a minimum  amount  of  lecture. 

2.  Two  Pennsylvania  State  Council  of  Civil  Defense  Leif are  Manuals 
are  used  as  the  basis  of  instruction. 

3.  Training  includes  examples  of  and  recommendations  for  success  in 
group  dynamics. 

4.  Each  Instructor,  as  a team  member,  is  responsible  for  a brief  prac- 
tice session,  followed  by  constructive  criticism  from  the  group. 

5.  The  County  Lelfare  Instructors  divide  their  county  into  four,  or 
not  more  than  five,  geographical  sections,  scheduling  training  for  a six- 
hour  course  in  Basic  Care  of  the  Homeless  for  each  section. 

6.  Teams  composed  of  no  less  than  four  County  Instructors,  familiar 
with  local  problems,  proceed  with  arrangements  for  the  training  schedule." 

"he  need  thousands  of  women  trained  and  assigned  to  work  in  teams  in 
case  of  disaster. 

"Our  aim,  when  thinking  in  terms  of  loved  ones  in  need,  must  include 
every  woman  — the  young  mother  just  out  of  high  school  and  the  grandmother 
with  her  memories,  each  of  whom  has  a place  in  an  emergency  welfare  program. 

"Instruction  (in  the  Basic  Care  of  the  Homeless)  includes  requirements 
for  individual  self-protection  and  the  simple  methods  of  applying  imagina- 
tion, ingenuity  and  initiative  in  the  use  of  (a)  church  (or)  other  buildings 


as  locations  for  care  of  loved  ones  in  case  of  disaster. 


"Training  includes  the  answers  to  such  pertinent  questions  as:  How 

many  evacuees  can  this  building  accommodate?  l.ho  will  prepare  the  food? 

I. hat  type  and  how  much  clothing  will  be  needed?  How  many  volunteers  must 
be  trained  to  staff  the  building  on  an  eight-hour  three-shift  basis  around 
the  clock?  Hoi/  will  we  know  when  to  report  for  duty?  I.ho  will  pay  for 
these  services?  V\ihat  do  we  do  with  unaccompanied  children?  How  long  must 
these  buildings  be  kept  open  for  evacuees?  How  mil  we  find  lost  children? 
Should  mothers  with  babies  help  with  this  program? 

" In  less  that  a year  over  three  hundred  County  ' elfare  Instructors 
have  been  teaching  women  in  the  Commonwealth  of  Pennsylvania  the  simple  p 
procedures  in  the  care  of  the  homeless.  The  response  from  the  clergy  has 
been  excellent  and  many  churches  have  already  conducted  exercises  simulat- 
ing evacuee  care. 

"The  unexpectedness  of  natural  disaster  and  the  terrifying  results  of 
radio-active  fallout  force  us  to  prepare  for  the  care  of  homeless,  there 
plans  have  been  laid  and  people  are  ready,  time  has  been  saved. 

"there  plans  have  not  been  laid  and  people  are  not  ready,  homeless 
arrive  just  as  inevitably,  but  the  disruption  and  confusion  creates  havoc. 

"It  is  our  responsibility,  as  women,  to  prepare  oursleves  to  care  for 
untold  hundreds  of  homeless  — weary,  frightened,  hungry  and  dazed  — who 
may  appear  in  our  own  communities,  perhaps  over  night,  perhaps  for  a week 
or  even  longer. 

"The  American  National  Red  Cross  is  cooperating  in  this  program  be- 
cause its  effectiveness  will  strengthen  their  disaster  services  and  promote 
a better  relationship  with  civil  defense  planning  throughout  the  country. 

"Using  this  plan,  over  twenty-five  thousand  women  have  been  trained 
in  Pennsylvania. 

'iThe  most  remarkable  aspect  is  its  grownth.  Unexpected  results  have 
developed.  Instructors,  while  teaching  others,  gain  confidence,  develop 
personality  and  become  possible  candidates  as  future  replacements  for  the 
Civil  Defense  County  ..elfare  Chief.  An  excellent  relationship  between 
members  of  different  faiths  is  being  promoted." 


Appendix 


COUNT*  COUNCIL  OF  d/IL  DEFENSE 

EMERGENCY  * jELFaRS  SERVICES 

Basic  COURSE  IF  yjiSS  CaRE  OF  THE  HOMELESS 

'(date) 

( time ) 

(dace) (town) 


9:00  a. a.  Registration 

9:30  A.;:.  'felcome 

Purpose  of  Course 
Introductions 


Emergency  Welfare  Services  - Policies 

Loyalty  Oath 

Information  Services 

Registration  and  Inquiry  Services 

Planning  Exercises  for  Mass  Care  Centers 

Lay-out  Problem 
Staffing 

Equipment  and  Supplies 
3:00  P. M.  Ad j ournment 


It  is  requested  that  each  trainee  bring  a sandwich. 
Coffee  will  be  served. 


Similar  training  will  be  conducted  by  the  

County  Welfare  Instructors  throughout  the  County, 


Appendix  "F" 


STaTE  COUNCIL  OF  CIVIL  DEFENSE 
ilAlW  G^PIPOL  BUILDING 
Harris 3Urg,  Pennsylvania 


Emergency  welfare  Service 

County  Welfare  Instructors,  when  conducting  a basic  course  in  Mass  Care 
Center  management,  are  to  use  the  State  Council  of  Civil  Defense  Emergency 
Welfare  Services  manuals  entitled:  "Mass  Care  Centers"  and  "Hints  for 

Teaching  .elf are". 

When  intorducing  the  Emergency  Welfare  program  the  following  essential 
information  is  to  be  included: 

Emergency  Welfare  Services  include  FEEDING,  CLOTHING,  LODGING, 

and  LOCaTIuG  HOiiEiESS. 


a MaSS  C.-iRE  CENTER  is  any  building  or  group  of  buildings  used  for  the 
purpose  of  caring  for  homeless  following  enemy  attack.  (Maximum  lodging 
capacity  is  based  on  40  square  feet  per  person,  excluding  bathrooms, 
lavatories  and  kitchens.  Unusable  area  consists  of  space  occupied  by 
heavy,  fixed,  or  not  easily  removable  equipment  or  machinery. ) 

Food,  clothing  and  equipment  are  NCT  STOCKPHED,  but  based  on  a survey  of 
available  sources  near  the  -ass  Care  Center. 


FOOD:  Required  - a HOT  SWEET  DRINK 

and  any  simple  food  readily  obtainable  until 
additional  supplies  may  be  obtained. 

CLOTHING:  NSW  and  USED  garments 

Required  - DECENCY  and  WARMTH 


BEDDING:  Any  readily  obtainable  equipment  - (blankets,  news- 

papers - it  would  be  impossible  to  obtain  sufficient 
cots  or  beds) 

Patient  : natural  disaster  - red  cross 

ENEMY  rtTTaCN  - CIVIL  DEFENSE 

Appointed  Civil  Defense  Welfare  Chiefs  can  obtain 
necessary  equipment  through  regular  Civil  Defense 
local  and  county  authorities  through  which  reimburse- 
ment will  be  authorized  following  the  declaration  of 
an  extreme  emergency. 


FIRST  rtID  training  should  be  arranged  through  the  local  wnerican  Red  Cross 
Chapter,  ^edical  casualties  are  cared  for  by  the  Civil  Defense  medical 
Services,  however  every  Mass  Care  Center  must  have  trained  First  aid 
personnel  in  the  Mass  Care  Center  Staff. 

All  staff  personnel  should  be  trained  as  teams  to  work  in  shifts.  The 
length  of  each  shift  may  vary  according  to  the  amount  of  time  the  volunteers 
can  give.  Staff  are  to  be  assigned  to  a Mass  Care  Center  nearest  their 
residence. 


- - . - •' 

. 


1.  FAMILY  HEAD  (or  Hospitalized  or  Dead  Person) 

Age 

Sex 

2.  REGULAR  HOME  ADDRESS 

Last  Name  First  Middle 

Wife's  Maiden  Name: 

City 

State 

3.  REGISTRATION  PLACE 

Date 

Tim 

e 

5.  PRESENT  LOCATION 

Safe  D 

Hospitalized 

Dead  □ 

Reg. 

4.  Names 

Tag  No. 

Age 

Sex 

7. 

□ 

M 

M 

W 

F 

1 

2 

3 

4 

5 

6 

FOR  HOSPITALIZED  OR  DEAD  ONLY— Name  and  address  of  person  to  be 
notified  if  such  information  is  known. 

mmonwealth  of  Pennsylvania  CD  GENERAL  REGISTRATION  FORM  January  1954 

INSTRUCTIONS  FOR  FILLING  OUT  CD  GENERAL 
REGISTRATION  FORM 
PLEASE  PRINT 


Forms  are  to  be  filled  out  in  duplicate  by  CD  workers. 

A separate  form  must  be  prepared  for  eacfi  family  unit  and  for  any  member 
of  a family  whose  last  name  differs  from  that  of  the  other  members  and  for 
each  "Hospitalized"  or  "Dead"  person. 

SPECIFIC  INSTRUCTIONS 

1.  FAMILY  HEAD  (or  Hospitalized  or  Dead  Persons)-Enter  the  full  name  (last 
name  first)  of  the  person  who  is  the  head  of  the  family.  DO  NOT  ENTER  IN 
THE  BLOCK  TO  THE  LEFT  OF  THE  "I".  In  the  proper  column  enter  the  age  and 
sex  of  the  person  (M-Male  or  F-Female). 

WIFE'S  MAIDEN  NAME:  If  the  head  of  the  family  is  married  enter  the  wife's 
maiden  name.  Also  enter  the  maiden  name  here  if  the  woman  is  the  head  or 
if  the  registration  is  for  a hospitalized  or  dead  woman  who  is  or  has  been 
married. 

2.  REGULAR  HOME  ADDRESS-Enter  the  full  regular  home  address  of  the 
persons  being  registered,  including  city  and  state. 

3.  REGISTRATION  PLACE-Enter  name  and  address  of  CD  centre  at  which 
this  form  is  being  prepared  and  the  date  and  time  (to  nearest  hour). 

4.  Names-This  section  is  for  listing  the  names  of  all  persons  in  the  family 
unit  including  the  person  shown  above  as  head.  Only  first  name  and  middle 
name  or  initial  need  be  entered  if  the  last  name  is  the  same  as  that  shown 
under  1 above.  If  the  last  name  differs  from  that  shown  on  1,  enter  the  last 
name  first  followed  by  the  first  and  middle  names.  Always  list  the  man  on 
the  line  marked  "M,"  and  the  wife  on  the  line  marked  "W."  Other  members 


would  be  listed  on  lines  1,  2,  3,  4,  5 and  6.  If  the  husband  or  wife  is  not  a 
member  of  the  family  unit  because  of  separation  or  divorce  enter  the  name  of 
the  absent  person  in  parenthesis,  followed  by  the  abbreviation  "SEP"  or  "DIV." 

Note  that  another  Registration  Form  must  be  filled  out  for  a second  family 
unit;  and  that  an  additional  Registration  Form  must  be  filled  out  for  any  mem- 
ber of  a family  unit  whose  last  name  is  different  from  the  last  name  shown 
at  top  of  form  (last  example  below).  The  following  are  examples  of  entries  in  4. 


M 

James  L. 

32 

M 

W 

(Mary)  "SEP" 

30 

F 

1 

Helen  S. 

8 

F 

2 

JONES,  Frank  P. 

10 

M 

Reg.— Place  a check  mark  in  this  column  opposite  the  name  of  each  person 
who  is  being  registered  and  who  is  known  to  be  at  the  "PRESENT  LOCATION." 

Tag  No.— Enter  each  individual's  tag  number  if  known. 

Age  and  Sex— Enter  each  individual's  age  and  sex. 

5.  PRESENT  LOCATION— Enter  the  complete  address  of  the  location  at  which 
the  registrants  are  now  located.  Check  the  block  "safe"  unless  the  registration 
is  for  a hospitalized  or  dead  person.  If  hospitalized,  give  name  and  location 
of  hospital;  if  dead,  give  location  of  body  (mortuary  or  cemetery). 

6.  FOR  HOSPITALIZED  OR  DEAD  ONLY-Enter  name  and  address  of  the 
person  to  be  notified  only  if  the  registrant  is  hospitalized  or  dead. 

7.  This  space  is  for  entering  any  information  the  registrar  considers  important. 
If  about  a particular  person  indicate  person  by  use  of  line  number  (M,  W,  1, 
2,  3,  4,  5 or  6). 

ROUTING 

Send  both  copies  of  this  form  to  the  CD  Central  Registration  File  in  the  CD 
area. 
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1.  FAMILY  HEAD 

Age 

Sex 

2.  REGULAR  HOME  ADDRESS 

Ci,y  State 

Last  Name  First  Middle 

Inq. 

3.  Names  of  Family  Members 

Safe 

Hosp. 

Dead 

Not 

Reg. 

4.  REPLY 

Location  of  Person  as  of 

Date 

M 

M 

> w 

Maiden  Name 
( ) 

F 

! 1 

2 

1 3 

I1  4 

— 

Name 


Date 


Address 


City 


State 


7.  REPORTING  CD  UNIT 
Name 


Address 


RETURN  INQUIRY  TO 
Name  of  CD  Unit 


Address 


8.  Answers  about  dead  or  hospitalized  are  based  on  information  obtained 
from  most  reliable  sources  available  to  CD  units.  This  inquiry  is  not 
an  official  death  certificate. 


City 


State 


imonwealth  of  Pennsylvania 


CD  GENERAL  INQUIRY  FORM 


January  1954 


INSTRUCTIONS  FOR  FILLING  OUT  CD  GENERAL 
INQUIRY  FORM 
PLEASE  PRINT 

This  inquiry  form  is  to  be  filled  out  in  duplicate  at  the  inquiry  centre  by  the 
inquirer  or  by  the  CD  worker.  The  inquirer  should  fill  out  sections  marked 

1,  2,  3 and  5.  The  CD  worker  must  fill  in  section  6.  Sections  4 and  7 are  for 

the  reporting  unit. 

1.  FAMILY  HEAD— Enter  the  full  name  of  the  head  of  the  family  (last  name 
first)  even  though  he  or  she  may  not  be  the  person  being  inquired  about. 

Age  and  Sex— Enter  the  age  and  sex  of  the  person  (M— Male  or  F— Female). 

2.  REGULAR  HOME  ADDRESS— Enter  the  full  regular  home  address  of  the 

person  being  inquired  about,  including  city  and  state. 

3.  Names  of  Family  Members— Enter  the  first  and  middle  names  of  all  persons 
in  the  family  unit  including  the  person  listed  above  as  head.  The  name  of  the 
man  (if  living)  on  line  "M"  and  the  name  of  the  wife  (if  living)  on  line  "W". 
If  the  man  and  woman  are  separated  or  divorced,  enter  the  absent  one's  name 
in  parenthesis  followed  by  the  abbreviation  "SEP"  or  "DIV."  If  a member  of 
the  family  unit  has  a last  name  different  from  the  last  name  of  the  family  head, 
enter  the  last  name  first,  followed  by  a comma,  and  then  the  first  and  middle 
names.  If  the  size  of  the  family  is  too  large  (more  than  6)  to  get  on  one  form, 


make  a second  form  and  fill  in  the  same  information  in  blocks  1,  2 and  t 
first  two  lines  of  3 on  the  second  form. 

Inq.— Place  a check  mark  in  this  column  opposite  the  name  of  each  pers 
being  inquired  about. 

5.  PERSON  MAKING  INQUIRY— Enter  the  date  upon  which  the  inquiry 
being  made  and  the  name  and  address  of  the  person  making  the  inquiry. 

6.  RETURN  INQUIRY  TO  (To  be  filled  in  by  CD  worker)— Enter  name  a 
location  of  the  CD  agency  to  which  the  reply  is  to  be  forwarded. 

ROUTING 

Retain  the  duplicate  copy  in  an  inquiry  file  in  the  office  of  the  CD  agen 
preparing  the  inquiry.  It  should  be  removed  from  the  file  when  the  reply  I 
been  received. 

Inquirers  should  be  instructed  not  to  file  another  inquiry  on  the  same  pers 
until  10  days  have  elapsed. 

The  original  inquiry  form  should  be  sent  to  the  CD  Area  Central  Registrati 
Office.  Replies  will  be  forwarded  to  the  inquiry  centre  promptly  and  a rep 
should  be  received  in  less  than  10  days  after  forwarding  the  inquiry. 
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Appendix  "J" 


« t» 

STaTE  COUNCIL  0?"  CIVIL  DEFENSE 
LiiiRG^CT  ,'uSLFARL  SERVICES 

PLANNING  EXERCISES  TOR  HASS  C^lRC  services 


PROBIEiS: 

1.  Layout  the  building,  allocating  space  to  the  necessary  services  that 
must  be  provided  (information,  first  aid,  sanitary,  kitchen,  luggage, 
etc. ) 

2.  TJho  are  the  key  staff  personnel? 

a.  How  should  they  be  selected? 

b.  Lb  at  training  should  they  have  in  ilass  Care  Center  Management  T 

c.  Chat  training  methods  may  be  used? 

d.  '/hat  is  the  minimum  number  of  staff  required  to  open  a i-iass 

Care  Center? 

e.  Suggest  a method  of  alerting  the  staff  when  telephone  facilities 

are  not  available. 

f.  Is  it  wise  to  use  evacuees  as  assistants?  If  so,  how  should 

they  be  selected? 

g.  Should  a staff  be  trained  to  act  as  an  independent  unit?  If  so, 

why? 

3.  Prepare  a list  of  absolutely  essential  equipment. 

a.  Indicate  oossible  sources  of  local  supply. 

b.  Name  five  (5)  different  ways  to  improvise  when  certain  equipment 

is  not  available. 

c.  From  whom  does  a Hass  Care  Center  manager  order  and  receive 

food?  How? 

d.  Is  a similar  method  used  to  obtain  clothing? 

e.  Vhat , if  any,  equipment  should  be  stockpiled? 

4.  'bat  arrangements  may  be  made  now  to  provide  adequate  sanitary  services? 

5.  1'hat  other  supporting  services  would  you  require  to  operate  the  Center? 
ASSUuPTIOKS : 

A.  Close  to  Target  - 

1.  You  are  30  miles  from  Target  City  X which  received  a bomb  strike  at 
1:00  P.il. 

2.  The  neighborhood  is  semi-residential  with  the  few  usual  stores  nearby. 

3.  You  are  using  the  community  house  shown  herewith  - 30*  x 60'.  It  has 
a four  burner  kerosene  stove;  china  and  cutlery  for  100  but  no  other 
kitchen  equipment  or  supplies  available. 

4.  There  are  three  (3)  water  points  as  shown  on  the  building  chart. 

5.  There  is  a small  parking  lot  behind  the  building. 

6.  Only  local  supplies  available  for  the  first  43  hours. 


7.  You  receive  word  that  250  homeless  must  be  cared  for  in  this  building 
within  four  hours,  ho  information  is  available  as  to  their  age  or  sex. 

What  immediate  steps  would  you  take  if  you  were  the  manager  of  the  *iass 
Care  Center? 

B.  Far  from  Target  - 

1.  You  are  150  miles  from  Target  City  X. 

2.  The  population  of  the  town  is  approximately  15,000. 

3*  You  are  the  manager  of  Hass  Care  Center  #7  which  accommodates  700.  It 
is  a new  church  and  has  a large  sanctuary  with  a seating  capacity  of 
1000;  the  basement  includes  a kitchen;  five  adult  class  rooms,  a nursery 
and  four  rest  rooms.  It  is  located  on  a large  well  landscaped  plot  with 
an  adjacent  parking  area.  Steps  lead  from  the  street  into  the  hallway 
in  front  of  the  sanctuary.  There  are  three  entrances  to  the  basement. 

4.  Utilities  are  not  functioning. 

5.  You  receive  word  that  evacuees  are  to  arrive  in  the  city  within  twenty- 
four  hours.  fhe  Local  welfare  Chief  is  unable  to  give  you  information 
as  to  when  they  will  arrive  or  a break-down  of  ages,  sex,  etc. 

6.  all  retail  commercial  establishments  have  been  closed  by  order  of  the 
governing  body. 

7.  ’•hat  steps  would  you  take  to  prepare  for  the  receiving  of  evacuees? 

C.  Natural  Disaster  - 

1.  You  are  the  manager  of  a Hass  Care  Center  (an  American  Legion  Hall) 
located  five  blocks  from  a wide  stream  which  flows  through  one  corner 
of  the  community.  It  is  the  only  building  within  a radius  of  fifteen 
blocks  that  could  accommodate  evacuees. 

2.  a flash  flood  has  occurred  twenty  miles  UDstream  and  it  is  reported 
that  some  families  are  already  being  evacuated.  It  is  9;00  P.H.  and 
rain  has  been  falling  steadily  for  five  hours,  ’feather  reports  in- 
dicate more  rain. 

3.  The  local  Red  Cross  Chapter  is  a small  but  active  one.  Being  one  of 
their  shelter  volunteers  you  have  already  been  alerted  by  the  Shelter 
Chairman. 

4.  To  idiom  would  you  report  and  x-jhat  steps  would  you  take? 


Appendix  "K1' 


COUNTY  COUNCIL  OF  CIVIL  DEFENSE 

Emergency  Welfare  Services 
Pennsylvania 


YOUR  PART 


Please  make  this  training  effective  among  the  women  of  your 
church  and/or  organization: 

1.  Conduct  training  in  Basic  Care  of  the  Homeless. 

2.  Obtain  training  supplies  and  send  list  of  trainees,  with 
addresses,  to: 


3.  Prepare  Lay-Out  Plan  of  the  building. 

4.  Select  your  six  key  Hass  Care  Center  Staff : 

Manager  Cothing  Chief 

Assistant  Manager  Lodging  Chief 

Feeding  Chief  Registration  and  Inquiry  Chief 

5.  Arrange  for  a First-Aid  Team. 

6.  Request  assistance  from  the  County  Welfare  Instructors  when 
ready  to  conduct  a Mass  Care  Center  Demonstration  using  your 
staff  and  facilities  for  the  Exercise  to  determine  the  effec- 
tiveness of  your  planning. 


or,  i 

^ u 1 J 


WERT 
BOOKBINDINC 

MIDDLETOWN  PA 

JUNE  79 

He  'e  Quality  Bouna 


